M APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFiCE OF THE SECRETARY ot eTeay
4 012401 , RECORDS MANAGEMENT DIVISION |

INSTRUCTIONS See Publlmtlon No. 76—RM—1 for instructions on completmg this form. Forward signed original to
Department of Archives and Hlstory, Reoords Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,
Attentlon Scheduling Section, : :

p——

FOR AGENCY USE 1. Agency Address e FOR RECORDS MANAGEMENT USE

Application Date Comptroller General's Office Application Number ﬂ N
| "|Enforcement Division 79 - | 23 -
Appliq;ation Number Sulte 707, West Tower, Floyd Bldg. Date Recaived Date Completed
o ._{Atlanta, Georgia 3033H '
R o | . JAN 241986 | yyn 3.0 1986
2. Person to COntact N Workmg Title ' Telephona Number |
| Cherry W. Wolleat ’ Pr1n01pal Secretary 656 2060

3. Action Requested S T ' T -
8. [ Estabisn Retention Schedule; re'cord wil! continue to accumulate.
b. O Dispose of presant accumulatlon no further accumulation anticipated.

| ¢ @ Amend Application No. 7 7"’ *3-4 ___ Check One; K Change; O Supercede; [0 Void

4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest o i A T
1969 | Present| Agents Investlgatlon Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? -----

The Enforcement Division is charged with the responsibility of upholding the
duties of the Comptroller General's Office by promulgating all regulations,
rendering administrative aid and by taking quasi-judicial action for the Insur-
ance Department, the Industrial Loan Department, and the State Fire Marshal's
Office. The Division receives and evaluates all information from all divisions
of the Insurance Department before any order or citation is issued by the
Commissioner. The Division also handles all such research that are referred tq
it from the Insurance commissioner or the Chief Deputy Insurance Commissioner,
as well as requests for legal assistance or interpretation from other deputy
insurance commissioners. The Division also considers, prepares, and reviews
various documents for the Commissioner's signature and for such legal action
as may be deemed necessary and administers all the requirements of the Georgia

—Insurers -inselveney-Pool——— -1
7. Record Series Description This file contains the following documents (mclude form numbers and titles, If any}
A Attach samples of the file,

Dmmmm&séhmmto: maintaining case files on all agent investigations referred to
the Enforcement Division for disposition. '

Included are: ~individual folders for each ‘case containing internal_membs trans-
mitting the case to the Division; responding memo verifying the case and

to agent for informal conference to discuss the charges or problem; copies of
related legal documents; working papers and supporting documents such as
research information, conference notes, etc; and copies of Revocation Order
or other type of Order summarizing the results of the case (if case is closed
because of insufficient evidence, etec., it is closed by internal memo).

Also included are Docket Books_ containing assigned case number and brief information about
each case, and annual listings of agents which serve as cross-indices to the files.
Fileisarranged: Alphabetically by name of agent.

8. "Monthly Reference Rate How often ara records referred to which are:
One to six months oid 100 ; Seven to twelve months old 100 __; Thirteen to twenty-four monthsold 10 __;
twenty-five months and older 0 . _ 7 B ) '
9. Annual Rate of Accumulation of Records | T
Lettersize drawers ____________; Legal-size drawers ___5.,....__; Shelves __________; Qther {specify) -
k-‘?\ -, -q T
. h‘ﬁ LY . L e

AR—50—-71, - Rav. 76

assigned case number, etc¢.; correspondence with insurance companies; invitati¢n

e s



[

LA f_ 1 .!tnot.whereisit? , e e
' oes the seri confam nfldenmi -"fnrme*aon requiring securi handhn ? |f yes, cite law or requlation.
X o Bogs e garep gty gont _ quiring security handiing? 1f y :

Y e — ——

| b c. Is this a \ntal record?

| X L d. Does this series have hnstorncal cr Iong term research value?

e. When one or two documerfts in the file make it necessary to keep the ent;re fnle for a long period, couid these

| NZA | documents be scheduled sepatately? _ - . S
i1 X tImumemm&gmmmmmmumjmﬂmbﬂﬂmmmMmy :

3 - _ .
g. Is the mfbrrnat:on contained in this serles ever analyzed and/or recorded in a summartzed report7 )

c. Federal la — A . . Federal ret structions
11(a) O.Ca.G.‘K. 33-23-64 provifes that 1icensee whose elffcaexfgesgni-n 8 een revoked may not flf

another application as an a%ent etc. within 2 years from effective date of revocation.
Attach copy or excerpt of laws or regulations. Explain administrative need.

In order to maintain proper administrative records/history of agents against
whom investigation for possible action or administrative action has been taken
to reasonably preclude future application and licensing of said agents due to

prematur‘e destruction of case files, (Ex. agent license revoked 1980, subseque]

—}Z_.yL —for c»ul-dmneimknou_uhy_nenake_d_ulhhmz_t_ﬂllﬁ)_ew_ |
Angrd'vemspositlon Instrucé:ons % his agency recommencs that the file series be cut off at the end of each: .

Agents Inves tigation . .. [0 Calendar Year; [ Fiscal vear; (O Other o - . then,
Case Files - '
K1 Hold in the current files area ___... ..._month(s) —_— year(s); then

O Transfer to local hoiding area, hold —_ ..
§0 Transfer to State Records Center: hold
@ Destroy.

[J Transfer to State Archives for permanent retention.
§d Other (Specify) : :

When case is closed, remove folder from active file and place in inactive file
cut off inactive flle at end of each calendar year; hold in current files area
two (2) yvears; then transfer to Staté Records Center; hold six (6) years,
then destroy. - ‘

year(s); then :
6 . __year(s); then destroy

Docket Books - When book is filled, place in inactive file; hold 111 current files area 10
yearé ‘and until no longer needed for reference; then destroy.

Agents Listings - Cut off file at end of each calendar year; hold in current files area ]_o
years and until no longer needed for reference; then destroy.

These instructions apply to all prior and future accumulations of the series,

L baie ‘Records nagement Officer (SJS&?ature) — - Dat‘»e'.' |
g %lﬁg :“Z QM (P e /-323-8b

. State Records Committee (Signature) Date
Recommendations in para- B ‘ ' ' -
graph 12 are approved. State Auditor/Designee
(If disapproved, attach letter ' -
of explanation.) { Secretary of State/Designee

[P _X 1 . .__Ifves attach copvy. ____ e —
, h. Is there a duplication of this series in your office, or in anothier office or agency? Internal memoranda to and
_z{_,__ . Jf ves. where? from Agents Licensing Division only
_X | lstem;ﬁwmslbra4nemu1xmygajﬁu;LLAnﬂadenuxgﬁhned? —

L x JL.__L Does the record series result in a computer printout?_ .~ A —
11. Retention Requirements The following requires the series to be kept:

a. State Law : 2 ~.Years, d. Audit period : ) -years.

b. Statute of limitation 2 ___years. ~e. Administrative need .8 -_years,

Attorney Gene_l_'al/Design_ee

AR—50—71; Rev. 76




OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Pubhcatlon No. 76—RM-1 for instructions on completing this form. Forward signed orlgmal to
Department of Archives and Hnstory, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,

Attentlon Scheduling Section, . /

FOR AGENGY USE 1. Agency Address | . FOR RECORDS MANAGEMENT USE
Apptication Date Comptroller Generals Office . Application Number .
| Enforcement Division 7q - I 2' 3 - A
Application Numbar _ itolomtz 32 ée S ta tie C3a 6331'::;311 Date Received [Dats Complsted -
anta, orgla JUN 26 1981 lJUL 9 1984
2. Person to Contact AWorking Title N Telephc:;tiew i\iumber
Cathy Karr Principal Secretary 656-2060
3. Actmn Requested o T T T ” T
a. Estaousn Retention Schedule; retord will continue to accumulate.
b. D Dispose of present accumulatlon o further accumulation anticipated.
c. Mmend Application No.”) ’ Check One: M Change; O Supercede O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest ,
1969 . l present Agents Investigation files
'—_ P
6. Dmsaon and Ofﬂoe Functlon © . What is the function of the Duv:snon and the Ofﬁoe in wh:ch this record series is created?

The Enforcement Divlsion is charged with the responsﬂ:ullty of upholding the duties
of the Comptroller General's Office by promulgating all regulations, rendering
administrative aid and by taking quasi-judicial action for the Insurance Department,
the Industrial Loan Department, and the State Fire Marshal's Office. The Division
receives and evaluates all information from all divisions of the Insurance Department
before any order or citation is issued by the Commissioner. The Division also
handles all such research that are referred to it from the Insurance Commissioner or
the Chief Deputy Insurance Commissioner, as well as requests for legal assistance
or interpretation from other deputy insurance commissioners., The Division also
considers, prepares, and reviews various documents for the Commissioner's signature
and for such legal action as may be deemed necessary and administers all the
requirements of the Georgia Insurers Insolvency Pool
7. Record Serigs Description _ This file contains the following documents (mclude form numbers and titles, /f any):
DA : Attath’samples of the file.

Documents relating to: mamtammg case files on all agent investigations referred to the

Enforcement Division for disposition.,

Included are: individual folders for each case containing internal memos transmitting the case
to the Division; responding memo verifying the case and assigned case number, etc.; _
correspondence with insurance companies; invitation togjent for informal conference to .
discuss the charges or proble; copies of related legal documents: woprking papers and '
supporting documents such as research information, conference notes, etc: and
coples of Revocation Order or other type of Order summarizing the results of the case
(if case is closed because of insufficient evidence , etc., it is closed by internal memo).
Also included is a Docket Book containing case number and brief information about the
case and an alphabetical list of agents prepared at the end of each year.

File is arranged: ¢hronologically by calendar year; thereunder numerically by case number.
DO"ket book is arranged chronologically by calendar year. <

8. Monthly Reference Rate How often are records referred to which are: T
One to six months old _.__‘chg__,_ Seven to twelve months oid ___ﬂ; Thirteen to twenty-four months o!d 8 e
twenty -five months and older ? :

EX. Annual_ Rate of Accumulation ¢ of Records ' 4 ’ 7
Letter-size drawers ... . _; Legal-size drawers . ;Shelves _________;Other {specify) ) —
e B - - - — . N

AR-50~71; Rev. 75 - T {Over)




Attach copy or excerpt of laws or regulations. Explain administrative need. In order to maintain proper adm,
records/history of agents against whom investigation for possible action or administrative
action has been taken to reasonably preclude future application and licensing of said agents
due to premature destruction of case files, (Ex. agent license revoked 1980, subsequently
reapplies for license 1991 - would not know why revoked without file).

12 ‘Aporoved Dlspositlon Instructlons This agency recbmmends that the File senes be cut orf at the end of each:

- . £ Calendar Year: O Fiscal vear; O Other -~ __ ... ... . _.then,
CKHold in the current files area — month(s) 2#%- -year{s); then - -. _— - -
03 Transfer to local holdmg area, hold —_— -—_year(s); then '
(K Transfer to State Records Center; hold __ 8 . _year(s); then
Tk Destroy. : -, S
O Transfer to State Archuves for permanent retention. - .- -
CkOther (Specify) o - e L

w

When case is closed, remove folder from active file and place in inactive file;
cut off inactive file at end of each calendar year; hold in current files area
two years; then transfer to State Records Center; hold '_'Byfaar‘s, then destroy. .-

Docket Book and List of Agents: Cut off file at end of each calendar year,hold

These instructions apply to all prior and future accumulations of the series.

. .
—— Ly S = ——

ency. Head/Deﬂgnee 2 J_ _Date

- Je-issy |-

ecommendations in para-

e

(If disapproved, attach letter - -
of explanation.) Secre%gf State /Pgstgnee

= I

,,,,,, .. ..years. £ Federal retention instructions . ____ . _ years.

U R = e g e

in current files area 10 years, then destroy R | ST T

graph 12 are approved. Sgte Aqditpr/Desagnee 7-' ). P/ _

@M HMent___|7-6-
_Attorney General/Des gnee Z-f - é /
AR—50—71;, Rev,76 o s | {Reversa m W T

| YES | NO [10. Questionnaire  {Place an X" in the proper column) ~ ) ST ) Q_Lﬁj;#; ]
X a. Is this the official copy of the series? , NS
| M not.,whereisit? __ o L ' S _ Nt
X . b‘A%ogss thi éeénas' c%nft)a.m fwld?ﬁ'&' mformatuon requiring security handlmg? If yes, cite law or requlgti:on. 4 | “
| X c Isthisavitalrecord? e
| X L d Does this series have htstorlcal or Ic_>_g_terrn research value? 2 ; ]
e. When one or two documents in the file make it necessary to keep the entire fule for a long period, could these
| N/A | documents be scheduled separately? T
X f. s the information_contained in this serles ever oubhshed? rf vesﬁnagh CODY. . - e
149, Is the information contamed in this series ever analyzed and/or recorded in a summanzed report?
X J . If ves. attach copv. e e e e e e e
h. Isthere a duphcatlon of this series in your office, or in another office or agency?

L X | Mves.where2 R e __ e ]
1 X1 i. is this series for @ ‘maior portion of it) requ wlarly microfilmed? . _ e ]

| X I _Does the record series result in a comoputer printout? STV —_— SN
1. Retention Requirements The following requires the series to be kept:

)Y

a. State Law —0 years. d. Audit period ) : — = e . YeETS.

b. Statute of limitation _._E__z-__ __years, ' e. Administrative need S |/ _.yeats.

¢. Federal law —

. ‘l’.‘




ORIOINA.  AS SEBATTED

B

_|-10. Guestionfaire

{Place an X" n the proper column)
a, s this the official copy of the series? .
If not, where is it? ’

b. ©oes th soontam fnde i Imformanon requiring security handling? If yes, cite law or regulation.
Acts, ‘ié"é& FBY 4‘23 quiring v g gulatior

¢. s this a vital record? ‘ ) :
d. Does this series have historical or long term research value? :

] . When one or two documents in the file make it necessary to keep the entire file for a Iong penod could these
. Hocuments be scheduled separatelv?

f. 15 the information contained in this series ever published? If ves. attach copy.

. |Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy.

h, Is there a duplication of thus senes in your offlce, orin another off;ce or agency?
X If ves. where?

X1 ils thmgugs_[m;a_mmammntmmmﬂmumm7
X | _i._Does the record series result in a computer printout?

11. Retention Requirements _'ll;he following requires the series to be kept:

0

a, State Law years. d. Audit period years,
b. Statute of limitation years. e. Administrative need 10 years,
¢. Federai law years. f. Federal retention instructions years,

Attach copy or excerpt of laws or regulations. Explain administrative need. In order to maintain proper adm,
records/history of agents against whom investigation for possible action or administrative
action has been taken to reasonably preclude future application and licensing of said agents
due to premature destruction of case files. (Ex. agent license revoked 1980, subsequently
reapplies for license 1991 - would not know why revoked without file).

This agenév recommends that the file series be cut off at the end of each:
"% Calendar Year; [ Fiscat vear; (O Other

month(s) 2
_ ___vyear{s}; then
year(s}: then

12. Aporoved Disposition Instructions

— ~-then,

(KHotd in the current files area year(s); then
00 Transfer to local hoiding area, hold
K Transfer to State Records Center: hold

Ok Destroy.

O Transfer to State Archives for permanent retentian.

OxOther (Specify)

When case is closed, remove folder from active file and place in inactive file;
cut off inactive file at end of each calendar year; hold _in current files area
two years; thedn transfer to State Records Center;{liold iU year$)) then destroy.
Gertes shouwd Pe hdd oxr Records Center ‘g‘— ation woth
(‘.\-w»—-r;b Wallear, Principsl Seclekeuny omd wew Conduct ﬁ,w ?wnet;m; l{gl%
Docket Book and List of Agents: Cut off file at end of eacx: calendar year;hold
in current files area 10 years, then destroy.

- ol . . . .
These instructions anply to afl prior and future accumulations of the series.

icer (Signature) __ Date

(/—/f/

DJ{P

ency Head/D

ecomme

daticns :n para-

graph 12 ara aperoved.
{1f disasore. »o,
ot expliralare.
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i
l

)
i

State [
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h r;-:%\ : (- A& _\ ey .
ot :é.g/'APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT DF AROIVES Al e E
g\h,J,' » RECORDS MANAGEMENT DIVISION
= INSTRUCTIONS: See Publication No. 76—°M 1 for instructions on completing this form. Forward signed original to
Department of Archives and Husto‘y, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia 30334 !
Attention: Scheduling Section. ;
, FOR AGENCY USE 1. Agency Add;ess , : FOR/ qg_c;‘@_gs MANAGEMENT USE
Appiication Date. Comptroller General's Office S Application Numbsr
‘ Enforcement Division . ' 7q -— ‘ 2 3
Appiicaiion Number Enforcement Deputy"s Office Date Received Date Completed
: Room 232 State Capitol APR 2 g 197 JUL
B Atlanta, Georgia 30334 e 7 3 I _“39_19_73.}:::
2. Person to Contact . Workmg Tltle Telephone Number
Cathy Karr Secretary 656-2060
3. Action Requested T T
a. XX Estabusn Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation;ino further accumulation anticipated, :
¢. 0O Amend Application No, . Check One: [0 Changs; [ Supercede; [0 Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
1 Zarliest Latest . |
1969 | present AGENTS INVESTIGATION FILES ' - -
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
§
1.
¥ 7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):

Attach samples of the file.

Documents relating to: maintaining case files on all agent investigations referred to the
Division for disposition. :

Includzd are:  individual folders for each case containing internal memos transmitting the
case to the Division; responding memo verifying the case and assigned case number,
etc.; correspondence with insurance companies; invitation to agent for informal
‘conference to discuss the charges or problem; copies of rélated legal documents;
working papers and supporting documents such as research information, conference
notes, etc.; and copies of Revocation Order or other type of Order summarizing
the results of the case (if case is closed because of insufficient evidence, etc.,

I . 1t 1is closed by internal memo), Also included is a Docket Book containing case

: number and brief information about the case and an alphabetical list of agents prepared
at the end of each year.

: File isarranged: chronologically by calendar year; thereunder numerically by case number.

1 Docket Book is arranged chronologically by calendar year.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old _100 . Seven to twelve months old __ 100 __; Thirteen to twenty-four monthsold 8 _____;
twenty-five months and older — ?
9. Annual Rate of Accumulation of Remrds
Letter-size drawers ! Legalsizedrawers _4& __ __ __: Shelves —_— e _; Other (specify)
. /
T AR-50-71; Rev. 76 . Over)




v£S | NO | 10, Questionnaire  (Ptace an *X'" in the proper column)

A _ a. )s this the official copy of the series? )

A
-'14

EX Hold in the current files area —_______month{s) 2 . year(s); then
O Transfer to focal holding area, hold . __ _year{s}; then

EX Transfer to State Records Genter: hotd -3 ___year(s); then

XX Destroy.

0 Transfer to State Archives for perrmanent retention.

XX Other (Specify)

H

When case is closed, remove folder from active file and place in inactive file;
cut off inactive file at end of each calendar year; hold in current files area
1 2 years; then transfer to State Records Center; hold 3 years,then destroy.

X - 5- If not, where is it? . _ ; '
o 4 b, t’Joes the series contain confidential information requiring security handling? If yes, cite law or regulation,
X ' " Acts 1960, pp. 289,424 ) 7
X c. ls this a vital record? f 7 _ . )
X_1 d. Does this series have historicalfor long term research value? :
e, When one or two documents in the file make it necessary to keep the entire file for a lqhg period, could these '
N/A documents be scheduted separately? .
P X 1 £ 1sthe information contained in this ss,ss_evet_pyb_shedz_!f_v‘eskanacb_copv
g. Is the information contamed in this senes ever analyzed and/or recorded in a summarized report?
?‘ If ves, attach copy,  Summarized in Docket Book; also Monthly Statistical Reports
7 h. Is there a duplication of this series in your office, ar in another office or agency?
X 1f ves, where? some information duplicated in other Divisions
X | i, lsthis series (or a major portion. of it) reqularly microfilmed?
X_|__i._ Does the record series result in a computer_printout?
11. Retention Requirements The following requires the series to be kept:
a, State lLaw , g years, d, Audit period 0 years.
b. Statute of limitation 0~ years. ) e. Administrative need .._.u‘_é.__q.._,_._.vears.
¢. "Federal faw years. f. Federal retention instructions 0 years. -
. Attach copy or excerpt of {aws or regulations. Explain administrative need. .
Agent has two years after case is closed to appeal.
12. Aporaved Disposition Instructions This agencv recommends that the file series be cut off at the end of sach:
XA Calendar Year; O Fiscal vear; OO Other then,

Docket Book and List of Agents: Cut off file at end of each caleandar year; hold
in current files area 10 years; then destroy.
These instrggtioné apply to all prior and future accumulations of the series.
JrAgency Head/Desigge@ {Signature) Date Records Management Officer {Signature) Date

State Rdcordi Committee (Signature)

Cpmad M Fo . 4 ®29 [ [V, Noar Jan7q

Recommendations in para-
graph 12 are approved. State Auditor/Designee

(If disapproved, attach letter
of explanation.) Secreta %ate/Designee

/
"Attorney General/Designee

AB-50-71; Rev. 76 - {Reversa Side) 7
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P

OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION |

0 L TV @ PR Lo ST L et T

INSTRUCTIONS See Publlcatlon No. 76—°rM-- for mstructlons on completing th:s form. Forward signed- orlgmal to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,
Attentlon Schedullng Sectlon !

APPLICATION FOR RECORDS RETENTION SCHEDULE

l

- _FOR AGENCY USE | 1. Agency Add,ess -t FOR RECORDS MANAGEMENT USE

Appiication Date Comptroller General's Office . Application Numbar

Enforcement Division 7q - ‘ 2 3

-~ -~ -1 Enforcement Deputy's Office

Appllcatlcn Nl-,lmber . Date Received Date Com—aet;é T
Room 232 State Capitol : APR 27 U
| |atlanta, Georgfa 30334 [*" 0179 L 20499
2. Person to COntact , Workmg Title Telephone Number
Cathy Karr Secretary 656—2060
_?—Actmn Requested S a S o B
a. MX Estaousn Retention Schedule; fecord will continue to accumulate.
b. [J Dispose of present accurmulation: no further accumulation anticipated.
| ¢ _ O _Amend Application No. Check One: 1 Change; [ Supercede: 0O Void - e
4. Dates of Serias 5, Records Series Title (fol/lowed by title used in office; if different)
Earliest Latest ‘
19 69 L present AGENTS INVESTIGATION FILES
6. Division and Office F Function What is the functlon of the Division and the Office in which this record series is created?
- 7. ﬁa;o—rciiysiernes Des&?gg Lﬂuﬁus file contams the?c;ﬁ;wmg documents {include form numbers and titles, if any) o

Attach sampies of the file, . .

Documents relating to: halntainlng case files on all agent invest:.gatmns referred to the
Division for disposition.

fncluded are:  individual folders for each case containing internal memos transmitting the
case to the Division; responding memo verifying the case and assigned case number,
etc.} correspondence with insurance companies; invitation to agent for informal
conference to discuss the charges or problem; copies of rélated legal documents;
working papers and supporting documents such as research information, conference
notes, etc.; and copies of Revocation Order or other type of Order summarizing
the results of the case (if case is closed because of insufficient evidence, etc.,
it is closed by internal memo). Also included is a Docket Book containing case
number and brief information about the case and an alphabetical list of agents prepared
at the end of each year.

File is arranged:  chronologically by calendar year; thereunder numer1ca11y by case number,

 Docket Book is arranged chronologically by calendar year. : :

R

8. Monthly Reference Rate How often are records referred to which are:
One to six months old 100 . Seven to twelve monthsold 100 __; Thirteen to twenty four monthsold — 8 - _;
tw"nty five months and older I -
9. Annual Rate of Accumulation of Rerords o - - T
Letter-size drawers —.—.........; Legal-size drawers b4 _;Shelves____ . ___; Othar {specify) e
e oo L e B
AR~— 50~71 Rev 76 . {Qver)

Moo= ———————— e - cT T

o




T A e ST e e o - T e e

| YE! WNO |10 Questionnatre (Place an ")(" in thg__groper column) .~ 7 1 e~ . + '_ =y

a. Is this the official copy of the series?
If not. where is it?_ -

b, Does the series contain confidential mformat:on requirin secunty handlm ? If yes, cite law or regulation.
Acts 1960, pp. 289 I? gi 9w Ty g :

—— ) - PP U

A

5_‘
z,,q |

€. s this a vital record? e

Lj{i d. Does this series have historical or long term research va!ue’ “ ' t

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
| N/A | documents be scheduled separatelv? ' e _ -

|
=

,_lubam,f_o,mgummmame_d, in Mﬂﬁﬂemmmedzuﬁxmmgh_mav.* i

X ‘ s the mf()rmatson con‘tamed in this serles ever analyzed and/or recorded in a summarized report?
K If ves. attach copy, Summarized in Docket Book; also Monthly Statistical Reports

. s there a duplication of this series in your office, or in another office or agency?

X i. lslhls_senes far. mmmﬂ&mﬂmﬁdmgd?

] _ X | _i. Doesthe record series resuit in a comoputer printout?

i T P K R T e e -

1. Retennon Requnremen‘ts The following requires the series to be kept:
4
0

o

a, State Law

years., d. Audit périod

- years,

-

Qien

b. Statute of limitation -0 —years. e. Administrative need - ~_years,

¢. Federal law years. f. Federal retention instructions .

. Attach copy or excerpt of laws or regulations. Explain administrative need. ' -

Agent has two years after case is closed to appeal.

il

. years.

12, Aporoved D:spos:t:on Instrucnons This agency recommends that the file series be cut off at the end of each:

EX Hold in the current files area e .. month{s) 2 e - y@ar{s}; then .
O Transfer to local holding area, hold . _year(s); then e
EX Transfer to State Records Center; hold _1_____vear(s}; then '
- XX Destroy.
[0 Transfer to State Archives for permanent retention.
EX Other (Specify) .‘

When. case is closed, remove folder from active file and place in inactive file;
cut off ipactive file at end of each calendar vear; hold in current files area
2 years; then transfer to State Records Center; hold 3 years,then destroy.

Docket Bock and List of Agents: Cut off file _at_end of each calendar year; hold .
in cuxrent files area 10 years; then _destroy.
/

RS

R __,‘_-’-—v—._-_
..“"'_'—-' : ”

L4

These instructions apply to all prior and future accumulations of the series.

. XX Calendar Year; O Fiscal vear; OJ Oth;r - then,

Date

\J__geng'-ﬁ:ad—joe'glgr;;; | (S:gnature} } | _ﬁ_ﬁ Date j_ﬁds Management Officer (Signaturs)

rds Committee (Signature)
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Date

Recommendations in para- ' 7 m‘ d '
graph 12 are approved. State Auditor/Designee ~—"“\ _ 7’ , r"7’

(If disapproved, attach letter
of explanation.) ~Secreta te/Designee ﬁ

7~/ (4 :.Zv 7

Attorney General/Designee
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